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STATE OF ARIZONA 
DIVISION OF EMERGENCY MANAGEMENT 

PUBLIC ASSISTANCE PROGRAM 
 

STANDARD OPERATING PROCEDURES 
 

PROJECT MONITORING 
 
I. OVERVIEW 
 
Project Monitoring begins when a disaster occurs and does not end until an applicant 
has received final payment for all projects. Good project monitoring ensures successful 
recovery from the disaster, timely payment of funds, and more efficient closeout 
process of PA Program grants. 
 
Under Title 8, Emergency and Military Affairs, Chapter 2. Department of Emergency and 
Military Affairs Division of Emergency Management Supp.03-1, which details the state’s 
authority to provide this assistance and as defined by FEMA in Title 44 of the Code of 
Federal Regulations (CFR), Section 13.40 (44CFR§13.40) Grantees (States) are 
responsible  for managing the day–to-day operations of grant and subgrant supported 
activities. ADEM’s Recovery Section, Public Assistance Program is responsible for 
monitoring grant and subgrant supported activities to ensure compliance with applicable 
State and Federal requirements and to validate that performance goals are being 
achieved. 
  
The project monitoring process flows into the Final Inspection process.  If you are 
consistent with your applicants and monitoring their projects you will essentially lead 
them into the final inspection process and they will be more than prepared as you will 
have discussed the following process with them and they will have all items ready for 
final inspection, financial review and audit.   
 
II. ALL PROJECTS 
  
Ensure the applicant is aware that they are to comply with the Clean Water Act, Clean 
Air Act, Endangered Species Act, National Historic Preservation Act, Fish and Wildlife 
Coordination Act, related Federal Statues, associated State, Tribal and Codes, 
Ordinances, and Other Statues. 

 
Advise the applicant that the approved “scope of work” is to be completed satisfactorily, 
as written.  Any necessary/requested changes are to be submitted in writing to the 
Public Assistance Program Manager. 
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Review with the applicant the following documented costs to ensure that they have 
captured all costs incurred and determine if they are ready for final financial review and 
audit:  

 
• Cost documentation to determine eligibility and make sure they have captured all 

costs incurred. 
 

• Time cards for employee that include the following information:  name, date, 
hours (regular and overtime). 

 
• Equipment usage information that documents the following: daily use, make and 

model number, date, hours used, mileage. 

• Materials used, applicant stocked material, purchased material, date, location 
where used, description, quantity, cost, invoice showing cost incurred and 
payment of invoice.   

 
• Contract information that includes request for bid, bid documents, engineer’s 

estimate, change orders, inspector’s daily log, invoice and payment of invoice. 
 

Applicants will need to provide their financial cost documents by project.  We 
recommend that they sort and file all documents related to each project in a single file.  
All project files for a single disaster should be kept together plus all correspondence, 
financial reimbursements, agreements, etc, be included in the disaster file. 
 
III. SMALL & LARGE PROJECTS 

 
The State of Arizona treats all projects the same in that all eligible costs expended are 
reviewed, validated, audited and reimbursed in accordance with Title 8, Emergency and 
Military Affairs, Chapter 2. Department of Emergency and Military Affairs Division of 
Emergency Management Supp.03-1.   
 
As defined by FEMA in Title 44 of the Code of Federal Regulations (CFR), there is a 
dollar threshold established that defines small and large projects.  Small projects are 
largely based on estimates.  If there is an overall cost overrun for all small projects, the 
applicant can appeal for those additional costs.  Large projects are treated on a project 
by project basis.  Eligible costs expended, reviewed, validated will also be subject to 
audit and will be reimbursed in accordance with the disaster declaration guidelines and 
agreement. 
 
PACs need to schedule a site visit each quarter to determine if performance goals are 
being achieved, the “scope of work” approved is being met and determine the project 
costs incurred on any large projects for the quarter. 

 
Prepare Large Project Quarterly Report stating the percentage of the project that has 
been completed and the cost expended to date. Report any change in the schedule as 
well as a brief update/current status of the project 
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IV. DEBRIS PROJECT MONITORING  
 
See Section 9 – Debris Management for specific information relating to monitoring of 
Debris Removal or Recycling projects.   
 



 
STATE OF ARIZONA 

DIVISION OF EMERGENCY MANAGEMENT 
PUBLIC ASSISTANCE PROGRAM 

 
STANDARD OPERATING PROCEDURES 

 
 

CASE MANAGEMENT FILE 
(CMF) 

 
I. OVERVIEW 
 
A Case Management File (CMF) is created to record contact activities with Public 
Assistance Applicants, i.e., meetings, conversations, and other significant actions.  The 
information is documented and recorded within the applicant file.  The Public Assistance 
Coordinator (PAC) (or their designee) is responsible for maintaining the information in 
the CMF.  Good documentation and recording of activities allows others to gain 
knowledge about the history of projects.  This historical data is critical especially when 
transitioning coordinators or just bringing others up to speed as to current status of an 
applicant. 
 
State declarations require this information to be recorded on Case Management Contact 
Log Forms (examples included) and filed within the applicant file for the appropriate 
disaster.  For federal declarations, the information is also recorded on a Case 
Management Contact Log Form.  A hard copy is placed in the applicant file and the 
information is entered into the Case Management Log in NEMIS.  The hard copy log 
form is to be provided to the Public Assistance Program Manager for review and 
recording to the applicant disaster file.   
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II. NEIMIS “CMF” ELECTRONIC ENTRY 
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Applicant Info Screen / CMF 

 
The Applicant Info screen is for general information about the applicant.  Some of the 
information will autofill from the Request for Public Assistance (RPA) when it is initially 
saved in the NEMIS system. 
 
Directions:  The following are field descriptions for the Applicant Info Screen. 
 
Applicant Agent ........................Auto filled from REPRESENTATIVE I Field of the 

Request for Public Assistance (RPA). 
 
KICK OFF MEETING DATE .........Enter mmddyyyy of Kick-Off Meeting date – Do not 

add dashes. 
 
APPLICANT LIAISON.................Enter name of Applicant Liaison.  Enter NONE or 

UNKNOWN if there is no Liaison or the name of the 
Liaison is not yet known. 

 
*INF REQUESTED.....................Click the mouse once in this field to put a (checkmark) 

in the box if immediate Needs Funding (INF) has been 
requested for this applicant. 

 
APPLICANT BRIEFING DATE ......Enter mmddyyy of Applicant Briefing Date – Do not 

add dashes. 
For more information refer to Infrastructure Support User Manual and Procedure Guide (Version II, MR1) 



 
 
Directions:  To use the “Case Management File” screens, follow these steps. 
 

1. On the “NEMIS Main” screen, select “Infrastructure” 

2. Select “RPA” and then “Case Management Files” on the pull-down menu to 
open the Case Management File. 

3. The initial screen will appear once user opens the Case Management File menu 
option: 

 
IMPORTANT:  The Kick-Off Meeting date (Applicant Information Screen) 
must be entered in order for the Applicant’s PWs to save and route out of 
Initial PW Review.  Enter Kick-Off Meeting date before entering any PW’s for 
the applicant. 
 
Taken from the Infrastructure Support User Manual and Procedure Guide (Version II, MR1) 
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4. As the Requests (RPAs) are saved with the PAC’s name, the Applicant’s CMF 
record will automatically be created and show under the PAC’s name as seen on 
the screen below. 

 
5. To display the Applicants assigned to a PAC, click on the button to the 

left of the PAC’s name, and the applicants that have been assigned will appear. 
 
6. Click ONCE, on a particular applicant, then click on the  

Button and the Case Management File “Applicant Info” screen will open. 
 
Note: Double-click on a particular applicant to “View” the Request for Public Assistance 

(RPA). 
 
 To display the PWs written for an Applicant, click on the     button to the left 

of the Applicant’s name, and the PWs will appear. 
 

 
PWs Displayed On Main Case Management File Selection Screen 

 
 
 
 
 
Taken from the Infrastructure Support User Manual and Procedure Guide (Version II, MR1) 
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SUMMARY OF CASE MANAGEMENT FILE TABS 
   
The following screens are available in each Case Management File: 
          
APPLICANT ............................... This screen contains general information about the 

Applicant such as: Applicant’s Agent, County, 
Applicant Briefing Date, Kick-Off Meeting date and 
INF information (if any) 

      
CONTACT LOG .......................... Historical data containing information about 

conversations, phone calls, and meetings between the 
PAC and the applicant.   

   
ADDRESS BOOK ....................... Stores names, addresses and phone numbers for the 

applicant and other persons who are important for 
reference purposes   

       
KICK-OFF MEETING ................... Stores the names and titles for persons who attended 

the Applicant’s Kick-Off meeting for historical 
purposes 

   
PROJECT STATUS ...................... Displays projected and actual information about the 

Applicant’s projects 
   
LARGE PROJECTS ...................... Displays all the Applicant’s Large Projects for view 

only   
   
VALIDATION ............................. Displays Validation Batch Processor information about 

the Applicant  
   
GENERAL COMMENTS ............... A free form entry screen that stores the narrative 

information about the Applicant INF AMOUNT Enter 
the INF, (Immediate Needs Funding) amount, if INF 
has been requested.  Otherwise, leave blank. 

 
KICK-OFF MEETING LOCATION... Enter the location (address) where the Kick-Off 

Meeting was/will be held.  The City and state should 
be entered.  

   
COUNTY NAME.......................... Auto filled from the Request for Public Assistance, 

(RPA)  
 
   
DESIGNATED DATE ................... The Date the county is “designated” (Declared).   
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DATE INF REQUESTED............... Auto filled by NEMIS.  Date INF PW requested 
 (Date of 1st INF PW)   
    
DATE INF OBLIGATED ............... Auto filled by NEMIS.  Date INF obligated in NEMIS. 
         
    

Be sure to click on “SAVE” button after any changes on any screen 
 
NOTE:  FOR ADDITIONAL SCREENS/EXAMPLES GO TO FEMA’S PAC PROCEDURES 

MANUAL FOR “PUBLIC ASSISTANCE OPERATIONS II”, (E 382). 
 
 
III. NEMIS “GENERAL COMMENTS “  Electronic entry   
   
Entering “GENERAL COMMENTS” INTO NEMIS AND DIRECTLY TO AN APPLICANTS 
INDIVIDUAL PROJECT WORKSHEET by FOLLOWING these procedures: 
             

• ACCESS NEMIS   
 
• CLICK ON “ INFASTRUCTURE ”   

 
• SELECT “ STATE FUNCTION ”   

 
• SELECT “ SPECIAL PW FUNCTION ” 

 
• SELECT “ THE CORRECT APPLICANT”  

 
• SELECT THE WORKSHEET OR PW  

 
• SCROLL TO “ GENERAL COMMENTS “   

                     
Scroll to the bottom of the comments screen and double-click in the text box.   Begin 
typing your comments on this screen.  “Save” before closing the screen. 
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IV.   “ FILLABLE FORMS”   (ELECTRONIC ENTRY )   
 

CASE MANAGEMENT CONTACT LOG 
 

Applicant  
Subject  
Contact Date 
 

Contact Type 
 
Phone Call –  Meeting –     Kickoff 
Meeting – 
Fax –                   Memo –  

Call Type   
 
Incoming –  
Outgoing –  

All Issues Resolved  
 
Yes – 
 No  –   

Applicant Contact 
 
First Name:  
 

State Representative 
 
First Name:      
 

Last Name:   
 

Last Name:      

Title:       
 

Phone #:   
 

Phone #:   
 

County: 

 
Items Discussed: 
 
 
 
 
Action Required: 
 
 
 
 
Resolutions: 
 
 
 
    
 
Submitted By: 
 
 

Note: Send completed form to the Deputy Chief for Recovery for review and a copy to the 
Financial Assistant for Recovery who will enter it into the Case Management Log.    

   
This form is located on the network AT “I:\Recovery\PA Branch\FORMS\ADEM 
Forms\Fillable Forms\Blank Case Management Log” 
  



Example 
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V. “BLANK FORM “   FILLED OUT BY HAND  
 

 
 
 

10 
Rev 5/08 



EXAMPLE 
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